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ORR AIMINISTRATIVE STAFR
General Comments & Recommendations

The procedures of ORR's Administrative Staff ars the most formal
and detatled of all the ID/I Offices, and this undoubtedly accounts
for the fact thet this is alsc the largest DD/I Office Adwinistretive
Staff. (Although, in relstion to T/O served, the ORR Admin Staff's T/C
is not proportionately the largest).

Mach of the formality and detall is attributable to the rejuire-
ments of CIA Regalstions which prescribe standard processes relating
to persommel, budgeting and afministrative services: OFR abides by
the Begulations to the Adlest possible extent. IMuch of its mode of
oparstions 1= attributable to internal ORR demends for service,®recoré-
keaping and specislized handling of administrative matters (resulting
frem s Office policy of alleviating the divisions of all administrative
work wherever posaible). Some of it is attributable to imternal
Atmintgtrative Staff methods vhich have evolved over the yecars and
which bave defied correction because of the pressure of business.

We bave discussed with the AD/RR those tasks which the Administrative
Staff perforss for his partioulsr support, especially reporting anc
relsted recorde-keeping, and he has agreed that much of this work could
be sliminsted and should be gtudied by the Chief, Administrative Steff.
Our coapents and rsecameniations for lmproving specific procedures sre
contained in the attsched detsil.

Generally, it is our opinion that, if the Adminlstrative Steff
were to eliminste most of its logging of documents iimln&ing time~
stamping and reeording), record-keeping, reporting {ad, for example,
ite Daily Dimry) and multiple review of documents, the ORR admini-
strative process wvould be leas cumbersome, and there could be a sav-
ing of one or two positions in the Falf. The positions of Fersomnel
Assistant, 3.9 and Clerk Stemogragher, G3-5  |both
in the Persommel end ng Jection, are concerned with funetions
which could be eliminated. The first position deals lergely with
revieving personmel pepers {prior to their review by the Persornel Officer,
Deputy Staff Chief and Staff Chief), vhile the second position is
responeible for the zone of consideration procedure and for various
miscellanesous logging and general clerical operations.
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An example of cumbersome paper work is found in the handling of
overtime snalysis by the Rdget and Fiscal Section. The chanmel 1s:
one BAF Clerk, to another BAF (lerk, to the two B4F Officers, to a
BAF Clerk, to the Stelf Secretary, to the Deputy Chief, to the Chiel,
to the 3taf? Secretary, to the B&F Clerk. The B&F Officer, the Deputy
Chief mnd the Chief of the Staff reviev sall dccuments. The processing
of the persomnel documents is equally complicated. Obviously, multiple
handling of this nmture iz not canducive 0 & simple, atresmiined
operstion.

It iz recasmended that stepe be taken to eliminate wmecessary
- review and handling of domments generally, as well as specifically
recommended below, It is further recosmended that, i and vhen the

procedures are simplified, the possiblli eliminating the two
positions of Personnel Assistant, GS«9 and Clerk Stenow
25X1 grapher, G8-5[_____ |be axemined. The Admin Staff's workload

can realily be handled by the remaining personnel: Chief and

Deputy Chief for general review and supervigion; plus thelr secretary;
Personnel Officer, Assistant P.0. (vho also handles training);
training clerk, persosnel clerk in Persounel and Training Section:
Budget Officer, Assistant B.0. & & clerk in Budget and Fiscal Section;
snd Records Msnagement Officer; AMdminietrative Services Assistent and
a ¢lerk in Records Management and Services Jection. /It should be
noted that, although the Adwin Staff T/0 [ | there were, at the

25X1 time of the survey,| } inclnding an additional
elark working partially for the Staff Chief and partially with BF
Section.]
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Promotions

1. Action initisted by supervisor {Branch
Chief ox higher)

8. PFrepares justification memo gfumt
prescrided by ORR regulstion

b. Yorusmrds %o Mvision Chief
2. Division Chief

a. Reviews memcrandum ‘

b. Ranks mmericelly a1l eligible per-
sonnel at m grafe {¥RA only)

e. Endorses memorandan

4. Prepares 1‘355& (0 % 2)

e. Forvmrde to Area Chief

3, Area Chiefl

a. Revieve

b. Runks mumerdcally all ble per-
sonnel st eame grede {ERA

c. Initials Fll52a

4. Attaches endorgement on A1l pro-
Zesnionals

e, Forvards o ORR P&T Bection

25X1 b | |
a. Time stesps all coples of Fl152a and Lk, a. Pine stenps are rarely
reviews 1152a for sccuracy and cmupletes uged, although occasional
ness . : veferaence 1s mafe o the
date of transmittel to O/P

atmll%.

me;rb one camr retainad
in ORR,

': b. Prepares Internal Information &
Routing Sheet {no form #)
¢. Checks ORR Kardex files to verify
slot information, to check if slot
vacant or eacumbered, and if slot
permitsgpomodd &or Release 2005/07/1 ? CIA-RDP61-00901A000300050003-0
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PROCEDURES

Pulls ORE personnel file, checks on
curvent fitness report {obtains same
if not current)

On 08«7 and up prepares list of names
of sl in same grade snd date of grade

£, On G811 anfd up, requests official pere
‘ sonnel folder, and preperes biographic
sketch
3 g. Enters short history under "gpecial g. Ths individual card
Remarks” on Dnternsl Router aod {r. C80Pkb) and the card
; questions whether vacancy has been used to ghow an individual's
advertised. Porwards folders, Routing alot can readily be combined,
25X1 Sheet, 1152e & OPhD m|_—'_| thereby eliminating one record.
The CBOFDL card is desigped to
perve a8 & reaiy reference re-
i garding an employee's employment
l history. In fact, such msterial
| is found in the employee's ORR
; folder.
‘ Reeommendstion: Combine the two
: arde; use one caxd giving the in-
| dividual's name and grale, entered
on the kardex file under appro-
yriste componsnts and site
! the position otcupied. Lo
‘; St/A is now developing a MeBee
| card which will eombine the
25X1 C80Pib card sof the employee
training caxd,
S
a. Reviews for completencas, asCuraty, &, This reviev duplicates review
format by both[_ |
b. Checks DD/I vacancy advertisement Recommendstion: Fliminate.
requirazent {BSee DD/ Vacancy pro- _
cedure for destalls) :
25X1 ¢. Passes 0
25X16- [ ]
8. Reviews file
b. Checks 4ime in grade, Titnees re~
‘ port, demonstrated ability to work
st higher Imlu;ﬂﬂfr’a estimate} o8
25X1 preseribed in
‘ 1+ 2 mtiﬁﬂ, and
' 4. Forvards to Chief, ST/A
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7. Chief, 8t/A

.. Bigns 52%s up to and incluling 0%1}
b, Indtials for GB-12 and sbove
c. Foreacds all astionsz to AD

8. AD approves 0S-12 and up, (AD's secretary
i makes nodebook entry on all promotion
1 actions), returns to

19.[ 1]

Forvards prowmotions for GS-1hk and 15
to DD/X. Career Mvard for review {(with
official perscunel folder) - 1 copy of
1152a held 4in ORR

On G8«13 and below, forwvards original
# 1 of 1152a to O/P {memn, endorsement
and 1 copy of 11528 kept in ORR)
Prepares work sheet for status
regortepromotions

B

b

s

4. Gives sugpense copy of 1158a to

(1

Call

Rewoves zone of consideration meumo
Suspends sone of sonsideration

w0 until on action completed.
(¥hen 1150 meivad, prepares new
sone of considerstion memo snd files)

16.
B
D

25X111~| |
0 18 received

&, Marks effective date on 1158m
b. Change T/0 card end individusd
oard

% L1 5 P o me RS20 08841 3 : CIA-RDP61-00901A000300050003-0
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At present; data for monthly
repoyts are recorded in pencil
on work sheeta; reports sre
Mrtm:}nﬁthmm

Ma on ﬁittu mber with ball
pen. Ditto master cen then be

ran off directly, thus eliminating
written work sheets apd later
typing of masters. [This should
be moved to Otep 11, so that
dittoed report will contain only
information on completed persomiel
axtions.

- Sew recummendation regarding zone
of considerstion procefures.
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1. Official Personnel folder (comteining
! PHS end £. 182, Report of Iuterview)
placed in IN hox in P&Y Bection

|

25X R+ qpm card (no form 2.
25EX1 N fe

|reviews for
a. Eligibility for SI clearsnce (this
i is in re; foreign background and
25X1 oth )

er]  |standards
. b, Setisfaction of ORR gqualification
i requirements (as stipulated by ORR
1 &ivisions on previcusly submitted
Recruitment Request, f. 52)

If individusl has qualifiestions, she
refers to S3/PR (ERA) or direetly to
| Geographic Arec Division (sivising,
| when necegsery, that individual can't
meet OCT security requirement without
vaiver). If indlividual mot qualified,
she yeturns file to O/P., Note is made
on 538 card of file status,

L, If division not interested, it returns flle
to MY, vhich may shop further or return
file to O/P. If division interestad, it
preperes £. 1152a, sends through Area

5f, 10. The 5x8 card im used to
keep track of O/P folders vhile in
ORR, as well as abstracts of con~
merts made about applicents. Tuls
card, the 3x5 "tickler™ cexd and
the Internal Information & Routing
Sheet 211 contain much the same in-
formation. {onsolidation will
elininate overlapping forms and

Devige one official

4 form to contein all informa-
_ regarding receipt of OfP folders
and employee processing. Use this
form 4o replace Internal Information
& Routing Sheet in all transactions.
Riminate the Internal Information
theet, the present Sx8 earxd form and
the 3x5 "tickler” card.

a. See & below
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Chief {with complete file) for endorse=
mewt, then to PUT Section., If walver
of OCI reguired, division also trenmuits
meme of Justification.

25X 6.

a. Time stemp 1152a {all copies)

b. Prepsre Internal Information & Routing
Sheet (no form po.) for sttach~
ment to ORR file.

c. Check T/0 {Kardex) to see if slot
aveileble.

4. Check 1152a for accuracy and com-

&. Prepars QRR folder for indlvidual,
including copies of PHS, sttach
Internal Routing Sheet.

£. Type two 3x5 cards ~ ) for /0
{nmme and proposed grade) end
1 for tickler file to show dste
gert to O/P, date of Becurity
Check, date of clearance.

25X1 g. Oive £iles %o | |

X16. | |ahecks 1152a for camplatencss 6. The review of 1i52a's vy | | 25X%1
2541 and sccaracy and for 85I clearante ghould be eliminsted, as spoc
aligibility; notes on Internal Routing elsevbere. 'The reviev of awﬁhebmty
25X1 Sheet. | | for 81 clesrance dupllcstes
’ review Gone b}’l:l% 3“62 3. 25X1
Reeommandat ion ¢ Jtep O.

e Ghen AN, NAVE mark 25X1
on the interasl routing form

whother or not individual is eligible
for clearance. i

25X17.

25X18. [ |spproves through 08-11,

forwards all to AD/RR.

9, AD reviews, approves 0S-12 wp. His
1 searetary notes action in her own T/0
record. Back to P&T Saction.

25X 110, I:Ipms copy of 1152a sod dste
stasps (pls in suspense until F1150
returned }; makes entry in work sheet

| for status report; loge out on 5x8 card
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Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0

mmammwm; records
dste on 3x5 card; semds O ¢ 1 of 1152a
to 0fP, (GSeli & up sent to DOfI C.8.B.,
which then sends to 0OfP.)

On basis of stebus report, [ |
prapares request to OCI for clearence;
records on her own x5 sard.

Whan . 1150 vecedved, [ |pro-
pares b for employee, mekes entry
on T/0 card; senila 1150 to division;
enters B0D on stetus report work sheet;
files £. 1152a {from suspense) in
employeets ORR fulder; marks effective
dabe on 1152a.

except '
GRR. A mmsl ticklsr ﬁ.la {3x5) is used,
as is a log of "meyarm In?roaam»

. From ERA Recruiting Trips" (a cumilative
. report for the yesr).

- Resssigmment
| Attempt is made to sslvege an employes, place

him in o more sppropriste position, ete.

“fﬁ”“‘ o s
be.

1) TMme stemp all coples of 1152a
Check 1152a for accurasy,; CoOm=-
pleteness, ebc.

2) Cheok Ksrdex for slotting dats -

enter caxd to block slot for
Mﬁm-»farvmy,w
eall division if job occcupled,
check grade of Individual and

alo% .

3) Check OHR folder for current =
90 days - Fitness Report {obtain
one if necesssry).

L) Prepare Internal Information &
Routing Sheet.
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- ghecks 1152a foy COm-
ctaness See 1O/
vacancy proeedure. |:|fcr

e,
4. bfw reviev and signa~
ture (GB-11 and below).

e. To AD for signeture (G8-12 and up).

flaction.
£

ile.

Yorvard 11528 and Fitness Report
L)

in folder, refile folder.
5} Make up monthly etatus report

1; Dede stamp 11528 » all coples.
2) Debech sopy of 1152a for suspende
3)
to o/r, {0 4 1)
Detach Routing Sheet and 2emos, pub
from 1152a - maske change in /0
caxd, put in eppropriste come

ponent .

et 11588 in folder.

When 1150 returned, merk effective
date on 1152a and on OFhL caxd, send
1150 to division afxinistrative
asaistent.

Outaide CER

logs on 535 oard - 1152s {0 £ 1)
plus O/P folder received in PAT Section
from geining office for concurrenca.

[ ] fequests Fitness Report when
necessary. Types concurrunce line on
1152 for

Make vopy of 1152s for
Hold &n suspense.

By
ba

c. PAT Bection file.

Attach cogy of eurrent e

k- for signsture. logs
out on 5% cird. Sends to next office
(as spocified by Routing Sheet) .
When 1150 received (marked "loss notice”)
{use for status report) « notify division;
pull /0 card and infividuel card (0M)
aod ORR folder, enelose 1150 in folder,
Retire (unless keeping ORR C.8. desig.)

{19

RDP61-00901A000300050003-0

$ibe B

COMNRITI

AR

528 eard wnder Rocrultment.

.

¢. Thie copy of the 1152a is
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folder after six months, keep OFUb and
destroy T/0 cad. Parsomnel file returned
after six months, unloss individual re~
teins ORR C.8. desigoation.

&. Division prepaves 1152a ( O £ 6) £ of
file (they hava obtained OfP persamcl
. file). Division and exes chiefs, to
PT Section.
25X1  be | |

! 1; Time stamp all coples of 1l52a.
} 2) Check XKsrdex for vacant slot, put in
blocking card. Make up 7/0 caxd.
i; Attash Routing Sheet.
Call loging office for Witness
| Roport (hold for this).
25X1 5} Eotire file to requests 81
25X1 clemrance, veviews file. T
25X1 o | to AD, to PaT on .

25X 1 6 [ 1]

a) Date stamp &ll coples of 1152a.

Send 115a's to gailning offiec
 for coneuwrreuse, then to O/P.

b) Make uwp OF%b card and folder -
anclosed Routing Sheet, memos Crom

i division.

¢} Monthly status report made up from
1152a.

a; 1158n filed in folder.

Womn 1150 received, mark effective
date on 1152s and on (FYd cards,
| end 1150 to division adminigtrative
i asuistant.

ide (HN

i

25X % J2e (0 4 2
3% S e O£ )

3. Pall ORR folder.

k. Place blue card in Xaxrdex over original
T/ card, glving reasons for detatl, former
angigment, Office to which detailed, detail
length of gimépproved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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1 ,
5., Mark eslendismr for end of detail,

To Pall copy of 1152a, dste stamp, pall Roubtling
Sheet, send O £ X to O/P, Tile 1152a in
OfR foldar.

8. At end of s pall file, write note

25X1 ) m? am of detatl pertod.

mz/am
mmmWrwmmor

1. Division prepares 1152a (0 £ 6). Employee

2BX1 slgns soparstion portion, Signed by

divizgion and eres chiefs. To PAT Bectlon.

2| |

a. Tioe stamp 1152a (all coples).

b, Prepmre Pre-Bxit Interview Schedule »
write in dabes & times of intervieus,
nmee of individual & intexviewer.

Call 0/P & arrangs Exit interviev)
Arrange Pre=Exit interview with

25X1 | |

G mﬁmmmmm&m

a. ML m folder. 7
e, Cheok folder for current (within 90 days)
Fitoness Repart. I cwrrent, obtadn m
division & memo yo: re-sployability..
not owrrent, obtain from dlvision new M
T of Pitness Report (re: re-employahility).
folder, 1152a, &1l papers. .

B hold for pre-axit Interview.

25X1 (o 4| Write fam meswo t0 0CT

s appropriste (aittoed form, no forw no.)

SRERA
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fo riefing, give profesatonsl file to
25?(1 Botify 081 1 necessary.
X1  be | | Determine reasons for

X1 ¢. File to end then to AD, mign

X1 .

1) mmwcfnﬁm!&rm

X1 dute stenp and give to who des-
troeys mone of coasd Remo ;
tranmait others (2 Payroll, 2 Security -
put 1 eavelopes 2 plus Fitness Report
10 O/P + Pitness Report may follow 1152s
mmwwa@mﬁ).

2; Detach Pre-Exit Imterview Schedule
Professionnls

X1 ) Semd all schedules

seperation. "B exit interviewa, no
Fitoess Report. Othor procedure seme,
5) mmmmm&mmm

mmwm&mr&m
place 1150 4n foldor, keep folder six
months sod retire.

Zone of conaiderstion memo {in duplicets) maintaines
in sappense file for every amployes. Arranged by grale

%ww
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This procedure is cusbersome and
time conmming; moreover, it is
normelly the resaponsibility of an

operating supervisor 4o determine
when each of his subordinetes is

2, =vench Chief checks off spproprisaic eligible for promotiom. This can
portion of form meme Anfileating be emsily sccomplished, since each
motion to be initiated or zmt. %:bm dvision is atvised (via . 1150)

explanstion of no promotiond X£ amployee vhen an amployee 1s promoled, ruase-

to be promoted, division prepures 5F signed ete. a0 that the date upon
11522 apd returns with memo. Memo # vhich he w11 enter the zone of
1158a sent to P&T Sectlon. sonsiderstion for the next promotion

is readily avallsble. This is an

3. 8. . exsuple of a PAT Section procedure

’ _ whieh represonts more than ressonsble
25X1 1} | revievs claricals, service w amm aomponents.
25X1 | feviews all, om Recommendation: FEliminate the zone
25X1 of meee initlalled by ¥ consigeration procedure from
25X 1 retarned to ]
25X1 2) prepares nev nam and sate

P year suspense.

b. 11528 sutmith

25X 1 1} Copy of 1152a to o

destroye oxrigl zong ol con-
aideration pene; holds duplicate
popy of mamo pending approval of

X1 2) %@m indicetes
X1 approval of propotion, DPrepercs
nev mone of oonsiferation memo (in Aup-
ldicats) and files by grade category.

Note: In the cass of ORR persomnel tomporarily
resasigoed or detalled to other offices, or
oversees, end medntaining ORR Caruer Service
designation, zoane of consideraiion memos are
sent to former OFR 4ivision, If the division
agreas that the indtvidual werrents promotion
{on the basis of his former work and of thedr
knovledge of his present work), St/A will, by
telephone notify present employing cosponent,
{Mis is to make certain such personnsl are not
overlooked. }

| PRETODIC STEP INCREASES
1. Master list plus individusl Porn 560 (orig.

7 1) are received once a month from OBy
Approved For Release 2005/0 I13 CIA-RDP61-00901A000300050003-0

“-CRET




| u%siél..l
Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0

mmamr &Mﬂnaxﬂbmhm
andl sends out to jor with form
letter {no form no.) with one week suspeuse.

As ¥560's are received from supervisor, they
are croseed off master list, one copy of F5€0
is detached and filed In individual folder.

waen all of F9&0's they are sent
all together %o 3/1'-‘. | makes telephone
: L8, ]

Irmymutm&mbymrﬂwr,:
refors to____ |who checks with

memo of cherges and :w&mw
codures.

¥hen O/P approves P2I's, sends back to ORR.
s on 0FhY and on 560 in individual
folder, and sends to adsin., asst. in divisions.

1.
25X1

25X1 2.
:

Receive from O/P &ittoed form (0 £ 1) ~
glves 1 to listing nemes of
individuals for whom Fitness Reports

a. Prepare Part A » rubber stamp
"Supervisor's Work Copy, ete.
name, birth dste, 8.D., gradc
component, title, date, report

b, Determine need for C.P.0. frum
I 11et of &1l OFR personnel -
iosludes date of entry into Career
starf. (ALl C.8. members munt
prepare C.P.0.)

c. Attach P, LSe » expedite Rowting
slip, giving dste due in St/A.
Attach C.P.0. form to Fitness Report
form {the Supervisor's Vork Copy

¥. 1270.)

d. log (by division no form no.) - d. This log 18 unhecesssry; the
name whether surual or initisl report ofP 1ist is adequate for
ending date. {When report retwned determining vhich Fitness
completed, logs as mpleta in St/A. , bemn recelived.
Then Logippecveh FofiRdieBesta05/07)/ s LaeiHDPCRpamEniNians (Brinste the

g use 8 aimpl:, check mark
on the O/P 14k, -

25X
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| e, To dlvision
f. Receives Fitness Report (0f2),

25X logs in. To

1 g | | Review Flinesas Report
: - for completensss &nd acouracy; follow
} up vie form letter to &ivision ehiefs thru
| ares ehief. Bringe low or unusual ratings
g%] u o attention.

logs out to O/P (0f1). Records on
oFbb (ending date and whether snnusl or
inftial). Pile one copy Fliness
Report in individual's folder.

ORR PERSONREL & TRATHINC

1. F. 1030 (CPO) and ¥. 1270 {Supervisor's
X1 comment on CPO} sent M‘be&
with samal fitaness report.

2. Individual completes front of F. 1030.
May 4iscuss with Bermett prior to coms
pietion.

3. Supervisor coments on caveer interest
. sof training in Section of D of ¥. 1030.

h. Division Chief makes comments {on seperate
page) and makes lst endorsement on F. 1270.

Se Arvea (hief componts snd makes 2ud endorse-
ment on F. 1270 and forvands to ORR pere
gomnel .

X1 6. ﬁmkahmmmtwm &. p is unnecessary since
1 m& claxrical accuracy and passes also reviews entire 25)

X1 7.

4. Checks ¥. 1030 and 1270 for complcteness.

b. Reviews iraining card, perscumel folder,
and biographic profile.

c. Inberviesm ampioyee on career interest
and training.
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1} Cheeks individusl's qualifications vs.
Job qualifications, discusses career
interest with sppropriaete component.

| 2)
| and uses exparience of training of
others

»

Checks training againet job requirements

i d. Prepares memo to Chief, St/A indicating C.B5.B.

member vho should see package.
25)(1 e. Passes to| |

25x1 i I

| s WM(MT&)MWG@}FW
b. Forvards to Chtef, St/A.
Chtef, 3t/A:

Senda CPO to C.8,B. mesmber for review
and recamendstions,

i a.

b prepares C.5.B,agends, with
! fax copies in individusl folder
| for each mewmber.
16& G;ﬂ.B.mmm-W%iﬂWMﬁaf
25X1 £ 1030 ae typed by | from C.5.B. minutes.
25X1 12, Dats from CPO abstracted by  Jon 12. The 3x5 index card file,

x5 cerds.

wiile not completely in effect,
promises to bsoome a time-

a. Alpbabetical cerd listing sections 9, conmming and difficult job,
108 &b, la &b of P. 1030 - general with small retwrn for the bene~
eetivity; immwdiste career interest, fits to be derived. As in the
1 ' long reng: ecarcer intersst, training- ecase of the zone of consideration
i immediate, training - long range procedure, determuination of what
| {1 eaxd). training an employee should
b. Career interest by camponent. obtain is his sad his super-
e. erdy trad suspemaes file, visor's Job; 8t/A's role should
d. ©Course file, be to afvigse regarding svailability

15 €F0's forwarded to C.8.3,
3 CPO's completed by 0.8.35.

of mlinam;a oourges of training.

yrocedure providss r ms.ﬁwtim

to all employees of existing poase
sibilities for resssignment. Therc

|
J Approved For Release 2005/07/13 CIA -RDP61-00901A000300050003-0
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25X

25X
25X

PROCEDURES

Individusl completes F. 73 (0§2)
Request approved by supervisor

Sdmitted through Division Chief and
Area Chief to PAT « each division now
keeping record of sech F. 73.

evs that information on ¥. T3
correct for divislon chisf's signsture,
clerical sscurscy and completion.

a. Checks that training has application
to job {relies on mpervisor's recom
mim}.

6.

b. Ylogs hy Mﬁ&xﬂ.‘s name alphabeticslly
(A a-m:mn

Ce Wﬁywmmm%mkhm

e,
d. Forvards P. 73 (Orig £ 1) to OTR. Xeep
Mﬂlemainmm

OIR somwtimes vebans copy of F. T3 that
Yraining is approved - Hecord on ledger
ol on individuml training card. She sends
to &ivisicn; wogt of tine, received so lste .
that she destroys.

Approved For Release 2005/07/-?i

ST - -
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iz too little aotivity in
regmd to resasignmants to
wm an em:iva 325 flle
Repcamenigtion: Elluinate the

W an Mﬂ&xﬁl'

carear & training interests
can be eesily obtained from
the C.P.0. or {more scourstely)
from the employee himsalf,

h. & c. The two part ledger &
+the blaek looseleal record
mmmmm

marily for compilation

rg;ori: The information in
these records is identicel ¢o
thet in the training reguests
(amen amt)

Bawst mx' #ll nesessery
informetion. NHmber of bhours
of training per month ean be
recorded directly on the IR.

5519}%5%%1-00901Aooo300050003-o
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6. Bee Sb, & ¢. on previcus page.
1. Individusl submits P. 136 {(Orig f 8)
through supervisor, d&ivision chief,
and arvea chief.

25X1 ‘2| __ |ehoecks infomation for clerical
acturesy and cctpleteness, attaches
training card and sulmite to Bemett.

25X1 3. [ Ichecks objectives and relstion
25X 1 1o Jjob earefully, approves for| |

25X1 k. [ |awprowes for C.8.B.

5. Mnal sgoeoval for OFR by AD. Form
retrned to PAY,

25X1 6« Cforvards 7 coples to OTR via Securits
25X1 suspends 2 coples, sends 1 to

255)(1 T. maioteine 2 part alphabetical ledger 7. Ssme comment a8 5b. % €. on
Ifl partetime, 1 ﬁﬁlwtim), mom on previous poge.

- 8. Upon receipt of approved copy of F. 136
25X 1 [ |files in individual's folder.

25X1 1. Alphsbeticel log mainteined by 1.
: {Data scquired from request for security

'~ 2. Sends form letter to employee (m@w&
25X1 byl | after training completed,

5 inviting individunl to have officiﬂ

sanction, Inddividual writes course grade
25X 1 st bottom of form letter., [ [then
records on Training Card.

with mm for mueﬁ.pt of
acsfexic record anl achedules Professionst
BEoployees Testing Battery & Forelgn Languege

Approved For Releas,‘eégpoqgfﬁ : CIA-RDP61-00901A000300050003-0
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coeERrs

Aptitude Testing Bebtery if not
already completed - aak individual.
[ lalso hes individusl & supervisor

sign the request form.

N
(&)
N

2. Verbal or written edvocacy of traine
mgby! |&t panel meeting.
First supervisor and division
or area chief alac attend mesting
with ] of OTR and AAE staff
member,

| 3, Full-time training of 2 months or more
25X 1 duration is requested through | |

N
(&)
N

N
()]
__ ___.___i\g —

to 0/S to om,

Lenguage Lab

' 1. Use of lab requested on F. 73 (0f1)
25X1 keops copy, sends copy to OTR -
: ATh Justification of how _
relates to job, and when lab is wanted.

1 2. schedules use of lab by day and hour.
;, @nla {no form no.) 1s eompleted weekly.

|
X
|
o5X1 3+ Tapes ave checked in and out by[ |
e

l

V

|

|

Lengusage lab cost $1700 {41500 from ORR).

3 teape recorders procwred. OTR Aunishes
tapes. Individual must use lab mintmun of
3 hours a week. Lab was estsblished to cut
| eing 16 OTR requines oL iterented in
| . wires report on time

and lsnguages stulied :h:x.’f.gc.:¥

1. ORR runs Statistics Course, PT Course and
NSA Russian Langusge ﬁonra;, '

2. F. 73 through division aud area chief (0f1)

|
- to reguest tralning - writes cour
25-X1 announcesents for m-s%mmf o

25X1 3+ [__Jehecks justification for course, schedules
spplicents for next course (requests are ree

| ceived from othe offices) - sends copy to

; instructor, pute copy in inftvidual's file.

FE g
Approved For Release 206’51@%??1A-RDP61-00901A000300050003-0
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i description of position

25X1 €. receives ditto master,
ews (using Xardex) for proper

title and grafe md description of

| dwties e propriety of duties. To

29X1 [ |for signature.

25X1 4. Returned to[ [(aittoed in

PAT Section) who establishes desdline &

dste, anters date on notice, files
ditto copy of vacaney notice by OBR in
ovarall vacancy notice book.

eavelopes, sends notice to all DD/I
offiesa. Applications - P, 1226
Request for Consiflerstion for ID/I
Yacancy (ORR) or Nominetion for
Vacaney - if intreeAvea, go directly
to Aves Chief from Pivision Chief;

: if inter-Arves or external, o to
25X1 | | ghe time stamps, logs
in on blenk book, delivers tov Ares.

£, Divipion sonducts interviewn,
records results on £. 1226 or
Bouination for Vacmncy, tresaamits

25X1 ‘hﬂl |with other papers.
,x 115%a may accompany, in vhich case,
see Reassigiments,
25ib(1 g | | Removes sgplication, g+« Bee 5. above.

notes on Internal Information theet
that interviews completed. If appli-
ecant from within ORR and not sslacted,
writes letter to erployee for|
signaturs, pleces spplication in
spplicant’s ORR file. If from cubside
ORR and not selected, returns spplie
eation to Parsomnel Officer of

25X1 employing office. logs ocut
1 {vlek book, no form no.) Eigca:&ing
i. nsee, office, position applied for,
! resulits of interview. {log used for:
: making certain they're following DB/Y
’ prossdure regiiring interviev of a
{ least 3 people.)

2. Qubside ORR

25X1 a. Vacancy notice recelived by
with JAppehvaddliReldste 2005707773 & L?DP61-00901A000300050003-0

e. PAR Section dittues notice, sddressen e. m%mmanedby

25X




i~ MV;%‘ i
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k., Upon completion of course, instructor's ree
port is thermofaxed and filed in esch
individual’s folder. ZRvalustion entered on

F. 7055

5, P. 1025 sutmitted monthly to OTR on each
gtudent.

6. Announcements of ORR courses are to be
mede in OHR RHotices from nOW OD.

251 L« training questions of clerieals -
i snewers gquestions on OTR eourses.

25X1 2. [ |handles training questions of pro=
fessionala - also coordination with CIR.

Has sent lLanguage Data Record (F. hhlic)
to esch individual. Individual completed
and returned to her {1 copy); she makes
copy, Tiled alphabetically, she'll file
these in ORR file,

. m,:x Yacancies
1. within ORR

This procedure is folloved in the case

of promotions only if the employee to be
Wﬁiatahemi@eﬁmwﬁwr
position. If an employse is boing promoted
in hia present position; proeedure is no
followed .,

a. See procedures for Reassignment and
Promotion., JMomally, the division
has folled vacancy procedure prior
+0 subtmitbal of 1152=. Sometimes

11 received with vessncy notice.
25X1 reviews such cages to make
all elerical positicns (GS-7

up) and all professional positions
{G8+9 up) have been sdvertised.

L]
»

b. Division prepares (on ditto mester)
vacsney notice {no form no.) specifying
position title, position number,

Approved For Release 2005/07/1 3z
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U SRR, ¥ 5
L EeE |

| _ Y Y
|

|

|

25X1 bl |

1) Estehlishes ORR desdline date -
writes deadline on coples going

¥ to ddvisions of ORR. (Eaxly

| enough for ORR Career Fosrd Action)

2} Preperes drief of notice, for dis-
gemination to all staffs and
branches, dittoed, outlining i
duties and quallifications of ;
advertiged positiona.

. Individusl submits f. 1226 %o | 25;{1
PP Section, through division and area 1
chief. *

d. @Tugﬁimz time stemped in PaT Sectlon, d. B8ee 5. above. i
0 loge in ;
(aittoed form, no Jor 7) {to make i

i sertain sll spplications sent forverd - |

i vill repisoe blenk book) holds for ORR~

established desdline date. |

25X 1 a. eviews individual's file

f. I ORR C.8.B. epproves, rrm.m@_w_l

25X1 her with note of action. -
25X1 for| [signature), logs
out {dlttoed form or blasmk book),

i sends application to other office.
25X1 notifies division end

= phona. If applicent's
request is rejected by ORR C«8.B., !
rhones division; prepares ;

25X1 g. %m&m (by telephone)
¥ with other offise C.8.B. If spplicant
sccepted, relessc date is arranged.
h. If sppilicant not selected, he is advised
25X1 by meno signed hy| | 25X1
his application placed in his ORR file, '.

Approved For Release 2005/07/13 :f%’mm-ooemAooo3ooosooo3-o



25X1 Somsultants <

25X1

1.

2y

3.

5

6’

2,

3.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0

Reguest in originated by division snd
subsmitted through the area chief who
sereens for feasiblility epd whether any
present consultants can be utilized.

ORR personnel also screen for this,
Security for Indices check. The
individual congultant is contacted through
0/0 to obtain PHS.

F. 1152a is prepared in OBR personnel

plus & memc of Justifitcation deseribing the
Job, specinl sikills required, and why scmeone
else cannot be umed.

ORR sulmits 52 end meaw of Justification
through DD/I o 6/P. O/P revievs and
writes memo to ICY.

¥han clemwnics is completed, Security
calls ORR persounncl who contact DD/X
Cffiece to ses if Building 13 inter-

view desireble,

for title change, upgrading, SFTect on aversg
grade level eeiﬁng, /0, eto.) °

Hewo is prepared for signature of Chief
MAwministration or AD., MAppointment for ’
0/P ¥age und Classification is arvanged

S —

Ir ofP epproves, form 261 (in Guplicsts)
ie sent to m.‘] makes cheange

Approved For Release 2005/0?5?3@@5:?0%1-00901Aooo300050003-o
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in T/0 Ksrdex, files one copy of F. 261
in 261 file, and sends sceond eopy to
originating diviaion.

1. Porg M™Mle is made up vhen
1128 To forvarded to O/P. A
copy of ORR imterview report, routing

2.

Mpw&awafmsmm if
available sre inserted in file. There-

£ v nlder $ oD
F. 190 initialling for Upon
receipt, logs inon 5 x U ear {no form

no.). Flles are logged out to divielons
snd staffs on cards and when returned,
wammumrw‘.on*jxaem.
F. 198a 1s filled in if official folder
1g transferred to anothor office.
Reguests for folders are logged in &

sffecting employee

black notebook divided into ORR component:s

80| will know where to send folder
when rocelved, Data on applicents 1s
also logzed in blaek notebook divided
intc OHR components 80 411
Know where to send folder vhen received.
Deta on spplicents is also logeed in
blask notebook to show neme, address,
who referred the spplicant and his
ddsision. Applicant folders ave
requested by telephone from the of®

; + officer for ORR {form 198 ie
not used).

Becurity

1.

2.

¢ (for Beonomic Area) form memo
behind berrier by OFR personncl
, signed by Chief, Admine

istration & sont Lo OCI.

erence - |obtains special form

2 o83 . completed by individual, approved

gigned by AD, snd trapmmitted to OBIL.

muﬂmalmmkeptonslam&
clesrsnce of personnel.

The black notebook duplicates

the 5 2 8 card, except that

the card is now not created

witil the folder is recoived.
115l Eliﬁinﬂt@ bl&'.k

13 v
ARk
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4. Security viclstlons sre recorded on
oPhe form,

imer memos sre Piled in Inddviduel
OAR personpel folder.

5. Filas of geographic ares personnel are
revigwed to see if snything would bher

Sa

Seryran

7. If employee holding SI clearanco 18 wder

intended travel. (For official Tovelgn
travel, Dudget and Pravel Sectlon preperes
staff study.)

8. Por sbsences of 90 days or more of personnel
with 81 clesrmncs, OCT debriefing is axranged
{travel, IWOP, reassigment vhere SI clearance
not necesssry, and for sll resignations).

Reporis

Mary - sutmitted to Chief,
gtration covering uwrmsual or

o ety

v

nalor ovents.

plusg tabular e wn of training
activity; & personnel mummary for
month showing resignations snd transe
fers, concellations, appointment actions,
end EOD*s broken dowmn by aree and
division, snd by professionsl snd
elerical; & report of sttrition for 6
month period for on duby personnel
broken down by area and division, pro-
Pessional and clarical; and a report
aof sttrition of profesgionals in pro-
cess for 6 month period.

1a R - et of month statistical
report comparing present apd last month}
& break down of steff and areas by
division showing T/0 strength, on duty
strength,; and in process; a report of
military mithorizations; a report of
entered on duty or transferred to ORR;
a report of eppeintment mctions; a

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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AR eI bbs

PROCEDURES COMENTS
' report on eonsultants; a report on
i promotions; s report on resignation
i and transfers; & report on INOP =
| non ceiling. This report is signed
| by Chlef, Administration and submitted
| to AD with copies to Office of Personnel,
: Economic Area Chief, Geographic Area
25X1 Chief, Budget, DD/Y and St/A.

25X1 4. [ |alsc gives written
3 report on problem Type cases in ORR.
The report states the situation and
vhat progrees has been made in resolving

the prohlmo
5« An anmual report on turn-over is sutmdtted
to the AD.
Orientation
255(1 1. mm}ea orientation for all pro- See comments regavding
25X1 onals. | hadles orienmtation Becords Management & Services
‘ for all clericals. Section. As in the case of
1 2., Ortentation Manual includes copy of will be most concerned with divi-
| miseion and functions of ORR, chart of sion; brench policies regarding
ORR organization, ORR briefing psper. adininistrative natters. BSinece
; ha is briefod at these levels,

3. There is also substantive briefing by st/& briatins is superfluous.
area and by division. Recommendation: DPlscontimie

PT Section br efing; prapare o

i hritfing outline for use in

divisions to insure edeguate

eoversge of all material.

R&S Bection is not in a strong
poeition to twn down requisitions;
howvever, it can perform a service in
i o Y on advising divisions regariing svalle
; ability of items desired, or sub-

| 1} The requisitioning division stitution of other items. The

| may call the B8 Section to procedure of sending £. 88's for

determine whether any item can expenfiable items {0 R&S serves no

' be obtained from stock or useful purposs; it simply adds an
vhether it must be purchased. additional step to the usual pro-
R&S determines this from Build. cadure of & division contacting the
ing Supply Office and loglstics B.8.0. directly.

| - eatesfed For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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LI e W i B B

2} Division prepares requisition
{£. 83), senis to RAS Section..
3} B&S Seection }.g in &l re-
»

views the f. nay attempt to
substitute items {with consent of
division).

4} If item coating over $0,
f. 88 {s sent to Budget % Fiscal
Section for ohligation of funds.

5) The £. 88 is logged out, zoes
to B.5.0. then to logisties. OfL
sends pink copy of £. 88 back to
Ra8, sdvising: delivery dste. }
RSS has been filing the pink f. 88
in & folder by ORR ecmponent.
{This is used only s & reference
{n case R4S is asked sbout the
requisition). This procedure has
been discontinued.

6) ¥hen the item is delivered,
R3S meets the delivery truck
and srranges entry into the
wailding. RAS or the dlvision
will sign & copy of the £. 88
as & recelipt.

1} Bivision prepares f. 88
and memo of Austification.

2} R&3 revievs, nay survey
propossd utilization of equip-
ment, may saggest substitutions
or slternstive methodas. RAS
endorses &nd sends to BF
Section for obligstion of funds.

3) 7. 88 & mamoc sent back to
R4S Section for logging.

CreDry

= ng regaisitions for

saccmmerd # ]

in electronic and mechanical eqguipe
ment.

Approved For Release 2005/07/13~ CIA-RDP61-00901A000300050003-0
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4) P. 88 & memo next to Hgt/s
soprovel

mr' a -
5) Procedure then sane as sbove,
Clags & Porniture

Procedure same as on business
WWMmm
tion of funds is &2, 88
is approved by Chief, ORR idmin.
Start.

In addition to the shove, R&E Sec.
occasionally receives £, 88's for
expendable items for outlying

OER components (Map Idbrary, etc.).

¢ S8me 88 la ahove.
Purchazes

g' Dvision prepares f. 88,

Iogged into BAG which reviews
for amount, price & suggested
vendor, & ! to have mioh
informetion ingerted. Reviews for

. Gmusnal or uong e f

1l
2

unnacessary
3) F. 88 sent to BAF Section for funds

andorgement

L} Copy of P. 88 1s filed by BaP
Bec., remainder sent to 3.5.0.
5} Procedure then ssme as for supply.

lg Volume - 12 & year

2) Mvisions initiate either a Staff
Study or & Memorwndus, Staft

Studies are required for external
research contracts. AD's special
assistent reviews staff studies.
of eguimment and for submission

Approved For Release ZOQfg,GﬂﬁE?"A'RDPG

4. In other /I Offices, the

individual responsible for malne
taining funds aceounts is also
responsible for imserting

iato pruchese £. 88's date re:
wrices, vendors, etc. This infore
mstion 1is now provided by a clerk
in RS Section. The Chief, B&E
Section sbotes that this fuanction

msmmmnmmtm
t0 be & valid objection to transfor
o BF,

1

reprice and vendor.

F. 88's for purehase are reviewed
by Rag, then sent to B4F, then back
% R&S for endorsement. Chier, R&S
s&ys this is bacuse he st endorse
as & last step, after determining |
avellahbility of funds. This requires|
umecessary paper handling. If
Tunds are not svailable, f. 83 |
could ot he mocopsed




Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0

<~\.j‘ﬁa,_.ﬁ’;‘ & owee =

mwwmﬁbnmmor
funds, aod then out to OfL.

e. RS Beetion is performing purcly
a clerical service in regard to
eontracts. ‘The section is rarely
involved in planning o developing
contract projects, 5 is therefore
in a poor position to make &
contritgtion. Questions ( frnuﬁfl-;
for example) sve nowmally referred
tc the AD's apsistent, the Chief,
Mmin Staff or the Mvision by

3} R&S checks for complete justifti-
eation end requests clarificstion if

DeCeasnry.

L} RaS prepares Form 88, (bligestion of
funds by BAF and aspproval of Chief,
Admin required, sulmits to B.5.0.

5) Any guostions redsed by L.0. ave
referred to RAS wivich then contacts
mﬁmwmmw mism

mmimce, mtxer ﬁ:-m official
record fulders.

&. Retirement

&8 essists in selection of retiree
ment items, refers to Record Control
Sehedule Ytem Rumber, obtaing retire-
ment Job. zo. from Becords Mensgemen
Staff, roviews shelf list, (u@x&w&
for 81 materlsl) maintains Retirement
Record.

b. DMestruction

Approved For Release 2005/07/13 : CIA»-RD;PQ{:I -00901A000300050003-0
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Becords

1) Gn f£iles in ORR, 1&S form

istter requests quarterly report

of destruction. These reports
are logged and tsbulated by
components, Interim reports
for some components are also
recorded ss received. Record
Cortrol Schedule reviewed.
2) On files retired to Record

Center, RAS receives and screans
destruction requests, checks with
originsting offiee before asuthor-
izing destruction, exssines mater
ial at Reocord Center or &rrangts
for reeall if necessary to decide

on destruction, consults with

Records Mansgement Staff if oute

side Agencles mre involved in

3) After internal reorganiszations,
R&S yecommends destruction of
duplicate material resalting
Prom chengs.

R&S makes recommendat

of filing e:qui;,mn:h, loeation of i’ﬁes,
{central vs. dispersed) orgenization
of files {iemporary ve. permenert;

subject mmeric filing). Clears reguests

for sad reconmends consylistion with
Records Mansgement Staff, and attend
procedure improvement demonstrations.

- 98

b

Fo fmplementation of corres-
pondence

management .

Reports Mgt. Survey completed
wi‘bh 2 repom being consolidated

with reporting frequency
mea to guarterly bhasls Irom
monthly. 39 ORR reports.

Ber

.

annasl reparts 9:2‘ ﬁzstrmticn
fm opereting components. The
ORR requirenent for @erterly
reports is umisual, however, it
may be justified on grounds of

volume, ‘The interim reports
subadtted by some components
appear to be excossive.

Elimingte interim

Comgent:
mﬁ.r&lm work by Ré3 Sec. and
would sccomplish the same end,

RS i 6 to 9 months bebind in

Semtesrpmnl reports would

recommending destruction of dﬁplieafbel

material resulting from ORR
reorganisations. Eliminstion of
tasks of lesser importance (ss
recommended throughout this peper)
would perstit R&S to devote more
time to the more importapnt records
nanggement work to be done.

Bee Zb. sbove,

In a prior study of ORR Admin.
Staff work distribution, it was
determined that 59 hours per week

ere spent on administrative reports,

ineluding & substantial amount on
the Daily Diary. The importance
of advising the component chiel
of important occurrences caunot bo
over-emphasized; however, the
necessity for making this advice
a written report ia questionable,
especially vhen the report is

Approved For Release 20Q5[,05/J3 : CIA-RDP61-068044660300050008-the absence of
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b.

S

éa.

Be

Reguest for new form reviewed.
Rough draft of desired formal and
information propared. Fomm P
filled in & forwvended to Forms
Msaagenent Stalf

Forms Vgt. notifies RIS when

stock is low, RS checks oconsuwaption
rete spgaiagt predicted rate of
usags on Form 30. RIS reviews to ses if
revision needod before reordsring.

Sarvey of OBR forms completed,
10 forms obscleted. 130 forms for

A casze folder showlng eveluation
of ORR forme ie melintained.

A1l reproduction reqpests for
forms approved by RES

Some couiral of dupliceting £. Control of dupliceting machine is |
Wmm&m CIA-RDP81- Woggsggggﬁm of the maching
of usege $ECRL nosr nEihle persons. However,




6.
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distribution of regs in ORR revises
no. of copies requested by ORR
offices coments on coordination
copdes of proposed regulaticns;
upon pablication AD's copy is
annotated vhether OBR commented
(and 1f comment adoped).

regilations & year
40 to 50 notices a year

a&b. Recommendetion:

COMMENTS

such persons heve other work to g
4o, and the mamber of "bootleg” i
Torms in ORR suggesta that
duplicating equipment is being

used improperly. Adequate con-

trol of the machines would

reduce unoffieisl forms.

(sttached to the machine), &
to speeify reason for use.

If comment is :
made, coneurrence to proposal should !
be mede gsubject to comment to !
asgure adoption of comment.

e YT Boticen

. e 68 abo

. Segulations and Hotlces ¢. RHecommendations: Rudber OFR
RES originates admi ative Hotices according to Agency
regulations & notices) coordinates categories. Use expiration
proposels within ORR & outside ORR; dates on notices to obviate
if reguired submits to Chief, Admin, need for recession notice. Review
Naff for spproval prior to suimisasion ORE regs & notlces for confliect
tc AD. Apsigns number {regulations as new and revised Agency
correspond to Agency regulstory regulations are published. Cone~
cstegnories, notices are mmbered alder reguésting R.C.S. aasistance
mmerically within calendar year) in revising ORR regulatory issusmce
Checks at tine of preparation for systom. :
conflict with Agency regulstory
ismuances. Madntaing master copy
of OBR regulations & notices
maintadns historical f1le of beske
ground daota.

d. Volume

Approved For Release 2005/07/13.; CIA-RDP61-00901A000300050003-0
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7. RES is responsible for inswing most
efficient utilieation of OHR space
and equipment. In faet, because of
various presmues &d lack of infor-
mation, RS is not In & position to
taks positive steps along these lines.
The cost of bullding changes and per-
sonnel moves ig so high as to justify
more positive coptrel, logically by
Admin Steff through R&S Section. Sucn
eontrol, with longerange planning
could refuce costes and insre that
space is properly used. Pres:ant
R&S action ig more of a rubber-stemping. |

prior to sutsission to Hldg. Supply in plenning am comtrolling utilizetion

Officer. Oct. 57 alteretion cost of space and eguipment. Management
of $1682.77 - an average month. Staff can be of assistmice in such
$5806 cost of November move of plemning and instellstlion of controls.

Staff D. Pmrtitions cost $300 -
k003 mlectric outlats 325 « 30, framing
arm*m 100.

d:-s ; TET

showing exact location of phone
on desk enflorses written request
wmm a&sdm
home Mem mr ey SPeracnnie
(mmm"mm}, fwtcr,
preperes memo to Telephone Section
for signeture of Chief Mwin.)
e. Ouar force

BAS processed requests for specilal
clesning. Recelves complaints
mmm&mtmw

&maz to m Chief lml by slot,
spaces for visitors and consultents,
medical spaces (6 month sssigmment,
them new medicsl gustiﬁestian by
@irel). Parking space signs and
aalntensnce {mepwm to SF).
Perking violatious ried to P,
officiel use permite (5) for a fiscal
Approved For Release 2005/07/13 : . 1-00901A000300050003-0




9.

ba
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d.

Approved For Release 2005/07/13

and type of equipment and uneuthor-
ized Class A furniture feasibility
of safe aree storege, telemﬁﬁ
interenm regrirencnts. gpece plan
umww(mmwﬂ}
Wbymmgefﬁciﬁ.

ceiw&i‘m!agzssm mcona-

tact R&S before begimning work. RES
returns 1 signed copy of T-54 to LO

upon coxmplation of work. The second
copy is filed. &F is then telephoned
for sstual move and Telephone Sectlion
is called.

%cﬂicemam

™e moves ave necesaitated by
internal rearrangenents, consolids~
ﬁ;ﬂn of offices, swapping of space ete.,

feimturesed by 10 to CRA, Bven if
atamkisw&meﬂ,themiastm
a ehaxge of $4 per hour for trwek
and iktver. The moving crew is
paid $2.35 per bowr. A normal
erev inclndes G to 10 men.

Physical Security B&S supporis
Approved For Release 2005/07%1;{‘%;1??%1 -00901A000300050003-0

Chief Admin, the ORR security officery
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a. Security vi in resyrictod

%mw of violation, BAS notifics

Cuief, Admin, mekes delly diary entry
conducts investigation of ﬁﬁmggﬁ

os in Persomnel Security Polder.
RS checks for previous security
violstions.

b A AE: WAL o

Cs

‘waste materisl;

storage of

I BALE
¥

securing room, loss of Agency badge,
reporting sscurity violations, pre-

of requests re ontside
setivities, proper storege of
classified materisl.

Chief, Adsin ORB is Safety Officer
mg;my Plamning Officer, Evarustion
Officer,

e

Egch new ORR employee is

subjected to h or 5 wrlefings,
ineluding 3 in ORE -« By the .
&3 Section, division and brenca
gsecurity officers. The division
security briefing rexstm to
division policies, the branch
briefing relstes to the employee's
specific work, RS briefing is
for spplication to all OBR. Since
the individual will be most con=
cexned with the division and
branch envirogment, and since the
policies of division and branch
must be consistent with office
policies, the briefing by

RS geems superilucus.

soction should prepare  briefing
owtline, to insure adequate
coversge of &ll material.

Approved For Release 2005/07/1 &::ﬁﬁf&spﬁm-00901A000300050003-0
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R

&mmmmﬂmmumw
Safety Officer and GSA Fire Inaspector.
Wr&mtmmm,

R&8 investigstes, and 1f physical
hazard the conuse, RES notifies SUF,

b,

AT mr&mcy

e =
p&mm&ﬁm(mm%
designating ares wardems is revised
annually. R&S revises plans vhen
reguired by office moves. R&S
secures <opy of evecumtion plea for
ammmmmmmwm

This is actually handled by Asst. to il. See 7 sbove.
AD/BR, who slso hendles Vital Mstorials.

Ra8 has distridbuted Wilization of

Floor Space Plan to all Admin Assts.

From this RS has compiled data on:

3q. footsge of eash room, average
8g. footsge per employes, sg.
footage gecupled by occupent,
tabulatlion of filing equipment’

a. B&S gpproves reproduction request
for a1l fowme for ORR.

b. BR&3 spproves rep tion request
for OAD Staffs {Staffs C, i, &, EIC)

Scans request for camplete informsiion
logs in request by component

dsslgns job mmber

¥mintains followeup suspense
Expedites requests by establishing
priority systems,

c. Other agproving P‘?@"r@éﬁ%’z&'@ﬁown%& RDP61-00901A000300050003-0
rapru&mtmn in GRR

SA R Y e
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m&m & ﬁmm work,
oae {r. 202), based upon
branch requirements.

Submitted to 9t/A, BLF
See.

BF CQlork:

&, Checks f. 202 for -
w&mmﬂm

e

S
d.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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S

WORK FLOW

e

25X1

Chief, St/A signs £. 292 k.
as approving officer (Dep.
Chief sutmits f. 292 for

OAD % Staff).

B&F Clerk pulls copy of

. 292 apd files in loosc
leaf book; files charts

and analysis sheets; sends
0%} of f. 292 back to divi-
siong.
AfTter pay éivisioas
submit f. 202 (c ’

Attendance Report (i‘- 20):
Report of Overtime & Holidmy
work (f. 293) (signed vy
division chief, lists em-
ployees and C/T hours worked),
‘and Overtime Summary {no form
#) to Bt/A, B4&PF Sec. Clerk f.
20's and 292 to Piscal Division.

Clerk prepares Office OfT 7.
Sumoary {(no form §) and
attaches . 293's and
these are submifited
to Chief, St/A.

f. 293, Office &
Division summaries
{by sllotment acct.
by pay pericd}) in
loose leal book.

Thursday after end of pay
period, clerk calls Piscal
DMv. and obtains (by ORR

25X1

On f. 293 names of
employees by grade,
specify hours OfT worked,'
and &8 an “hours \
requested” column. i
The same information DHX1
recorded on the anelysis |

sheets (step 9 below).
Recommendetions:
mkﬁw Over-

time summaTy.

Divieion) agtieliorEP Rflease 200:;@7/13 CIA-RDP61-00901A000300050003-0
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N LI

WORK FLOW

for psy perfod. She pos!;s %o
graph and to enalysis sheets.

[Fote: Monthly sllotment ledger
includes, but does not isolste,
overtime costs. Yemrly detail

on O/T is provided by Comptroller.]

AT 1 ow :' an; wg
c:mk u a&mm Fund {uy
object class 02} was established
&t $50 per mo. by nemo and
R;qu.est for Mysnce sabmitted to
0/C.

1. B&FO suthorises use of taxi
{cost plus 10% tip of $1 or
mores)} or private auto {$.10
per mile) vhen Agency car or
bus not avallsable for official
travel. Name, date and desw
tination marked in hlank book
(oo form #).

2. Traveler appears &t BRF
Sec. for reimbursement,
eompletes Claim snd Ree
ceipt form {£. 647).

Hank book iz checked for
prior sapproval: if spproved
individual is peid. If

not spproved, individual
mast Justify to 2O,

after vhich he is peild and
llsting is made in blank book
in red.

Py
vy
A

3. At esd of month, Accounting 3.
by Individual for AMvance
(£. 282) is certified hry BER
See. re: avalladbility of
funds and, with receipts,
sent to 0fC. (May ve
hande-carried ).

Approved For Release 2Jow7#;;
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and destination on
Beaeipt form and hold
for relmbursement
request.
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PROCEDURES VORE FLOV

g:ﬂ.e; A0 slac axiita P.I1.
vision and Map Librery imprest
funds; aceountings alsc submitted
with receipts,/ O/C certified

f. 262 apd provides additional
sum necessary to bring total to
$50. (Hand-carried with reccipt
for BAFO to sign.) Copy of

£. 282 £iled by B&F Sec.

4, Bech month 350 is ohbligated

for that sccount. When Status

of Pands report is recelved

from OfC, £. b6L is placed in
quidated obligation folder

1t
mﬂwiammme

1. Reguest for travel (memo)
subsitted by division
thru Avea Chief, to Gt/A,
B4P Sec. B&F Clerk holds,
supplies division Travel
Order mysber.

2. Travel Order prepared by
divislon and sent to B&F
Request for Advance {sr
1038}.

3. Request for alvsnce completed 34

{o&2); funis are obligsted

in Trenssctior Record from T.0.

7o Chief, St/A.

k., Copy of Travel Order end

Ap%a%vﬁ For(ReF@éQ?Sé)#ff CIA-RDP61-00901A000300050003-0
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are gent o Fiseal Div,
Copy of each £iled in B&F
Ses. by 7.0, mmber. logged
out by B&F Clerk {blank
m; no form #}l %133 of
7.0, to Central Processing
Branch.

Sec. to pick up check (B&F
Clerk or Ceog. Ares Courier
pleks up, signs receipt).
Adndn, Asst. plcks up check
and delivers.

After travel, traveler
repares Travel Voucher
?&* 1012), 0%, to Dep.
Chief, StfA. Traveler
attaches his check or
cash, if eppropriste.

Travel Voucher (0&2) sent
to Fises) Division, one
copy is £iled by B&F Sec.
with T.0. { i ]

Fiscal Division sends check,
if required, and andited
Travel voucher to B&F Sec.
Mrmin., Apsot. picks up ad
delivers check.

BF Sec, destroys copy of
Travel Youcher and substi-
tutes audited copy in folder
with 7.0. {used to answer
questions), trsvel request
and trevel report.

[Toere is no B follow-up
o delinquences unless
queried by Fiseal Divielon.
This ig s division respon-
aibility.

Unvouchered Travel
Approved For Release 2005/0714.:. 61-00901A000300050003-0
Same procedures &P vemgzemff{ axcepb: QE?RE?D
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2.
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Reguest for advance must be
eertified by BP0 regaxding
svalilability of funds; 062 to
Pinance Mv., one copy is filed

WORK FIOW

with Travel Order by T.0. nwdher.

form by trevaler and
comspleted by BAF, which
sends 082 to Pinance {one
copy is filed with 7.0.}

Modited copy of Voucher is
substituted for original,
fied with T.0., origilaal copy
is sent to the division,

Alotment Uontrol Record is
yosted when 0/C Status of
Funds Report is received.

Homo to AD's secrelary;

to AD for initialy to
&ﬁ’? secretary {telephones
m 5

; Bequest is

Te: mm:&:!ty
ar fwﬂa and obligation is
posted to Allotment Control
Record.

Request for Alvence (O81)
sent to Finance; two coples
£ilsd in B&F Sec. {(one by
aceount; one in unliquideted
obligation folder).

&t't.er m@itm'e, individual
mmtmg and

?A -RDP61-00901A000300050003-0

25X
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2.

.
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to BOF See, PAF Clerk pwepaves 4.
0433 BAFO certifies to avalle
ability of funds and files copy
of £. 282 in apcounting by Indie
vidusl for Advance folder; sends
£. 2R to o/C.

When Status of Punds
report recaived, post
expenditure to Allot-

ment Control record and
trmsfer copy of &2 1038
from wdigeidated to ligule
dated obligation folder.

amnﬂﬁrcfiﬁmmazmur
by object class (except
0, O7T-insurance and

Llwretiresent, which
B supplies), end
una&ws¢WM£aof
Btatus of Allotment
Ancount.

Divisions supply Information

by menc. BAF prepares
conaolidated memo.to ID/I.

Personal Services (ORR has 3)

WORK. F1OW

Besed upon conversations
with St/A, Division sub-
uﬁmzﬁm>ﬁwuimu;ﬁﬁg£

wmm:xmtmmyar&ﬁﬂm

slon’s Hffrvved For Release 2005/07/#3,4 éIA-RDPm-00901A000300050003-0
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PSS

25X

25X1

The mescrandum pre-
pared by St/A is the
sane a8 that coming
ﬁmmtﬁa&hdﬁkm.
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G

T

8.

G

10.

A
AU
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25>‘§1
i
|
If contractor agrees to 25)§1
terms, Adivision prepares '
menc o AD thru Area Chiefl
memno and sends o B&F Sce.
G+ Recpm

Staly to DB/I {089) Tsc the division's

requesting approval. memorandum (prepered |
in steff study form),
and eliminate step 5. |

DB/I spproves and returmns

origingl to AD; then sent

to BaF See.

BWF prepares meso {08h) 25X1
to Gontract Personnel i
Mviston requesting pro-
parstion of a contract.

C.P.D. prepéres contract
{023), sends to D&F; DAF
then holds for contractor's
aignsture. (Obtained by 00)

Bigned contract to AD for
his signabure. I2F Sec.
files one copy in projecti
m&r, S’Eﬂﬂ %’2 m C.P‘B-

Each month, BEF sends form
mezmo {no form mmber) to the .'
division requesting & pr 33

report on the proiect Ethia
is used to Justify paying cone
tractor}. Projcet monitor

checkaApprofed ardReleads 2005/07/13 : CIA-RDP61-00901A000300050003-0
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WORK FIOW

AN O

to BAF thru SAJAD (who
approves payment ).

BF Zec. prepures
Status report
s 0623 certifies i:o
mimmtyafﬂmds

To Chiaf, St/A for sig-
nsture; 081 semt Lo
Finance; 1 copy flled by
Y in project folder.

Pinsncs return certified
. k33. P&F substitutes
certified copy in project
folder.

mﬁmwm‘ (ror
sreceding mnth}urmt

am,mm mm (placeﬁ in

wnliguidated obligation folder),
when Status of Tunis Report

. SA/AD prepares draft project
outline for Mﬂ eoordination.

‘m Sa:wity for approval. S
repsres final project owkline,
Wea by P.R.C. Copy to 8t/A.

Rb& Sec. prepares requisition.

BAF Ses. stomps regeisition re:
avallability of funds, obligates

in Transaction Record and files

copy of reguisition in T.R. Reguisition
back o R&E Sec, to distribute.

B&F sends memc to OfC requesting
esteblishment of =n obligation

for the project.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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WORE FLOW

k. O/L returna coples to St/A;
T.R. in place of originsl.

5. When obligated on Allotment
Ledger copy of requisition is
filed in proiect folder,

6. Emeh month step 10 above is
fellowed. Originel iwx gent
to 0/L, copy is filed by
B¥ 3in project folder.

1. BWF Bec., Clerk receives, from
Fiscal Div. T4S's for all dive
islons grouped Ly allotwment ac-
count and in order of employse
number, plus Jiasiting for each
sccount.

2. (lerk separates by allotasnt
acet.; palls out cards for
employees who are working in
a diffevent component from
the one in which T/A's are
ineInded {transfers, ete.)
amplmsﬁthmmm
allotment sccount
{Keep & 1ist of the

3. Division Mmin, Assts. pick
up Tad’s in aceordasnce with
prascribed scheduls; they
srrange the T&A's aiphebetically.

4. On Monday alter end of pay
period, TéA's returned to D&F
8sc, {srrenged by employee
number), BAF Sec. Clerk adds
"of4" earde to proper allotment
aceount group, checks for
sccurscy. Cards sent to Pay-
roll via courier, {with leave
slips, 1f any}. Idsts sup-
plied by division sre 8a
transnittal records.
sent out during pey pariaﬁ are

logzed out = no form $.J

5. ¥or BL/A persomnel, B&F Clerk
Approved For Release 2005/07/13 CIA-RDP61-00901A000300050003-0

SECRET




oD
Approved For Release 2005/07/13 :'¢ 1R®P61 -00901A000380050003-0

poats to TaA Report {£. 515)
showing leave and O/T taken
during the period. This is
kept in BAF Sec. (Some dive
isions also keep such records.)

6., Paychecks are picked up et Pay-
roll by B&¥F Clerk on pay day.
She signe receipt. Checks xre

umammm
sod amployee numbers (O&1).
One copy filed in MF Jee,

T+ Clerk places checks with proper
allotment acoount group.

8. BAdmin. Assts. pickup checks in

pe: 4 li&tim, initinl for checks
for trangfors.

9. D&F sends checks to consultats

10, BaF types mouthly listing of Q)
expenditures by allotment account.

m mmmtolﬂ.s

2. M.R.B. &stributes a monthly
IM lisiting {023} of all ORR
asployees, by name, mm.,
office and hopme
addreas, murmmwzm.
MF Sec. heeps the list.

3. Waeneven these 1P.9ghRace 2005/07/13 : CIA-RDP61-00901A000300050003-0
in sush data, the diviaion FCRE]'
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WORK FioW

3

mmmmm

I card, and senls the caxd
to the BAF Sec. Clerk. The
elark marks cheanges on the

IE listing and forverds the
card to ¥WRD,

k., H.R.D. provides a nev card and
sands to the division via BaF
Sao .,

5. When the monthly I mm is
recedived {083), BAF Sec. Clerk
checks o0ld lilst agsinst the new
and makes chesnges on the new
1ist. Original kept in B&F,
copy to OAD, copy to Pers. Ssc.
of 8t/A, returns copy {corrected)
o MRD. Tiwe required to main-
tain these records: one dey per

g Letirament, insurence, ete.

General question - answering, dew
pending upon knowledge of personnel
of this Section. Ko formal pro-

wmaama.veaomym
mu}m:mwmmts (ORR has
DNe Je

1. B3P receives SF 1152a {resig- 1.
astion as stalf employee and
preparce SF 1152a eppolinting
individual ass staflf sgemt =nd
another 11528 sppointing him
to the State Dapt. 1152a's sent
to O/P, Sontract Pers. Div, one
copy of sach ig filed by the
Intividual's psendonyn in Office
of Chief, StfA.

2. 8¢ 1150 and contract are sent to 2,
St/A (Pers. and Tr. Sec.), then
to B, which files in mmx*s
folder (in Office of Chief, St/A).

‘1&-. See.
Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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25X1 3.

L.

Le

-

3.

WORK PLOW

XII. Campaigns

BF Sec. receives ID/I
ootice of seeting to dig-
euss chardity canpalsgn;
asked to submit names of
Kevoen and campalgn chalr-

BB .

AMvise DO/I Office of
Keymen and chalrman by
HEAG »

Dep. Chief of 5t/A holds
Awtn. Asst. peeting, dis-
trivater materials.

Money sent to B&F Sec. Clerk

vho sudlts repomvs, prepares

ORR report, tekes to O/P with

money; gets rocelipt.

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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6. HF Clerk prepares report for
AD, thru Chief, St/A, citing
ne. people on duty per d4ivie
sion, no pledges, total pledged
or comtributed, balance due.

7. Preperes dats for (pre=-
pared hym graptics ).

8. BaF Clerk receives pladge caxds
and followsenp on pledges, also
haefiles blood dconor and other
drives.

Motor Fool Service (100 callsfmonth)

BA¥F See. eslls pool upon request
from sduin. assistants; keepes s
log {no form #) of neme, des-
tinstion, bhadge mumber, time ,
is used for monthly report to
prove they're providing sdequate
m@

XIV. Reguests for Travel
A. Domestic

1. Beguest for travel (meso, O&2)
inftiated in branch, spproved
by &ivigion and Ares Chief, to
Dep. Chief, /L.

2. Dep. Uhief, Bt/A reviews
{question, rather then disa~
prove), may teke up vith Chlef
to take to division or Area Thie.

3. original of memo sent
x (mmuryw};

mmtieally}; ee;:y back £o
division by Secy to Chief, St/A.

h, Adin, Asst. calls B Clerk for
Pravel Order muibar; BXF Clerk
&t this time sdvises re: pre-
f&fh&@h of £.8.; clerk records
aittoed peper, no form #)

3. Notiftestion of 00 is

visiting plants with
whitch 00 hes ocontacts.

mﬁa%o efeas&ﬁ%%l13 CIA1%T-00901A000300050003-0
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Te ﬂmm:tmmyet

mutber, with pproved memo.
0%k of T.0. to Central Pro-
ecesaing Branch.

8. ;&mﬁ '1 calls C.P.3. aod agks
Requent, gives dates of travel,
calls B&F. B3F Clerk picks up.
¥ keeps a book of

the six wonths estimatc of travel
ORR must sutmit to DD/I.

1. W recedives ariginel of reguest

) - . | 5. mis 2, dupli-
Frepares m%c?}%eé%mown:CIA-RDP61-00901A000300ﬁﬂﬂé?%‘ : |

Baw

haged

mmv? To DAF for final pre-
parution of &ittosd pastes

i
.



X1

Se

6o

Te
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cover with Central Cover
M. Statement of cover
ganerts iﬂ inelunded in

mmﬁng
final form); to Area Chies,
mmefarst/amm
Bpeclal Asst. for review.
Irtheremsm:immbe

stuly aud dispatches or
csbles to AD's office for
logging out the distribue
tion {0%12 pine area div.).
Coordiinated memo (original)
is logged into AD's office,
then to B&F Sec. (19 Rolds
copy for C.P.B. until Travel

ares Iravel Ordev,
wﬂiﬁ%ta avallability of
funds after staff stuly K's
by I/P; if mdlitery cover is
involved,

prepares Request for

BaF ohligstes funds in Allot-

ment Control Record, using T.9.
as obligating document {in un-
Ligntdated obiigation folder).
T.0. i L. 9% el C.P. 1B, Loy
of staff study to Central Cover
Brench, which sendis on the €.9.B.
BaF 3ec. Files 2 coples of T.0.

and copy of £. 930 by T.0. &,
nakes entry on travel card

COMMENTS

. %
V. Drepare
stall study, to AD for
aporoval then to 8%
for coordlantion.
Ritminate step 2.

{p mgglj\p&'%gﬁgelease 2005/0#/3~ DP61-00901A000300050003-0




Approved For Release 2005/07/13%&[@%&-00901A0003m050003-o

PROCEDURES WORE FLOV COMMENTS

8. N¥ mrrenges by phone for
medical exmnination of
mler, pmp::ms Mm

(fr 259} ;
copy by T.0.
others to Hadicsl ﬁtafs..

9. BF contacts trawveler o
send him for shote, Ingudires
sbout olf psssports, birth
certificuntes, pbotos, hrief
him on C.P.B. process.

10. Traveler is briefed by 5.A.
and BOF (Bednistrative matters),
which obtalne his signature
on the stefl study, advises hin
maaﬁing secounting. B&F signs
heckeout 1ist. Traveler obtadns
uwt.s and pasaport at C.P.B.

cluding receipts. B Clerk
preperes Travel Voucher.

12, Treveler reviews Travel VYouchor;
final T.V. {043} typed, signed
by traveler, who attaches check
O m 1f 'M& ?a‘vn T
tified by : re: availa-
bility of funds, indicabing
obligrtion reference no. and
allotoent sccomnt no. Copy of
T.¥. flad by BF with Travel
Qrder.

13. 7T.¥. spproved by Dep. Chief of
Bt/A end sent to Pinance Div.

14, Judited Voucher returned,
sebetituted by NP for re=
tained copy (vhich is eant
to the division). Audited
Yoacher is f1led with Travel

Approved For Release 2005/07/13 : CIA-RDP61-00901A000300050003-0
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COMMERTS
i¥. ZTravel Caxds . This record sol necessary
; - for amk individual.
"Individual Travel Record™ {r. listing by division will
3039) 15 £illed out for each give seme info., with

loss effort. {(fote: Ir
2.0.'s were £1led by
individusl they'd also
have info re: ind.'s

B ninate iz, keep
14sting, ﬁ}«e *r.o. by
aname snd 7.0, no. i
information on individuasl
travel iz necessary.

1. Division typen m@a&ait&an
{r. 83), which 1is
by St/A, R4S Sec. BIF certifies
to srallability of Property
Authorization or funds sud
posts to Property Authorization
reeoxd or T.R., keeps e copy in

wnliguideted odligation folder
or T.R. Back to R3S See.

2. lLater reccive 2 coples from
Iogirtics; B substitutes one
oopy of reguieition for retainnd
copy, sends other to division.

3. ¥hen receive Status of Punds
report, or Allctment lLedger,
enter expense in Property
Aathorization record or T.R.
ad plece requisition m

ligquidated obligation

(incase of P.8. item), ieep

document In TR, == in this

¢aee;, later note actual cost

oo reguisition and fMle in division
allotment account folder.
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5o

G.
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LR VE T %

BWF Qlexk grts list {from Pers. and
Prain., am.z of consultants, pr

pares card (ddttoed, no form #)
lisiting dates, division, name, come
rensation ol each cousultent, address.

Division sumlts to 1BF memo

3K (O%1). 18 keeps copy, contsote
admin. west. to see if Travel Onder
is necessary, initials of memo.
(origina) to Pers. md Train, Sec.)

to BF Clerk. Checked for mmy,m
BSPO certifies on T.0. to svallability
of funds; posted to Allotment Comtrol
Beeord, original to Dep. Chier, 8t/A
for signeture, eopy of T.0. asod copy of
request filed by 7.0. nwsber, one copy
filed 1o wnliguideted obligation folder,
others to C.P.3B.

Adndn. Asst. prepares Trevel Vouchers
to B&F for funds certifieation and
review, cne copy filed with T.0., 042
to Finance {after signature by Dep. Ch.
of St/A}. fAulited copy substituted for
retained copy, which 1s destroyed.

At =nd of pay perdcd, diviaton submits
memo on conguliant's activity. TaA is
sttached (signed by Depe Chief, 9t/A)
B&F posts info from T8A to dittoed card,
sends TEA o Payroll.

BF prepares memoc to Special Asst. thru
Cuief, of 8t/A, lisiting consultants,
for ssch conniliant, asxoaumt budgeted.
Copy retained by BWF. {(Pers. snd
Training Sec. keeps consultant files).
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